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FI RE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsi ble, non-supervisory clerical
positions, the primary duties of which include receiving
department records and reports, operating a conputer and word
processor to enter information fromthe reports into departnent
files, and retrieving information from these files when
required. The Fire Records Clerk also devises and maintains a
filing system for reports, records, forms, and correspondence,
posts entries into accounting | edgers and bal ances t hese | edgers
at the end of the nobnth, and answers telephone calls for an

assi gned division of the departnent. Enpl oyees of this class
receive sone supervision, but work independently on routine
assi gnnents. Fire Records Clerks report to and have work

reviewed by the Secretary to the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to the position.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to established
procedures; corrects errors in records and reports or returns
them for correction. Enters routine information in departnment
records, such as accounting records, personnel records, or
information files. Operates a conmputer termnal and a word
processor in order to enter or retrieve information fromfiles.

Sets up a filing system Periodically inspects systens and
facilities for maintaining records and reports to see that these
are adequate; revises such systenms when necessary. Files
correspondence, cards, forms, records, or reports. Retri eves
i nformation or docunments fromthe files.

Fills out forns or records required. Conpi | es and organi zes
data needed for reports. Types letters, formns, Menos,

statenents, formal reports, or other docunents assigned by
superi ors.

Keeps records of the nobney and assets of an assi gned division of

the department. Prepares payroll records. Posts items into
journals, |edgers, or other accounting records and bal ances
t hese at the end of the nonth. Conpiles information to be used
in developing the departnental budget. Prepares purchase

requi sitions according to departnment procedures.
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Sorts and distributes mail to the proper person, section, or
of fice. Processes outgoing nmail and interdepartnental
correspondence. Replies to any routine correspondence or
requests on own initiative, follow ng departnental procedures or
oral or witten directions from superiors.

Answers any telephone calls comng in on assigned |lines and
handl es routine nmatters, or transfers caller follow ng
departnment procedures. Keeps records for superiors of
schedul es; notifies superiors of appointnments, neetings, or
ot her schedul ed events.

Operates copying or duplicating equipnment, calculators, or
addi ng machines to assist in making mathenmatical conputations,
when required.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements listed bel ow nust
be net by the filing deadline for application for adni ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mninum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must be not |ess than eighteen (18) years of age.
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